Chapter 19 —Close-Out Procedures
A. Final Claim

The final claim on an award is due to IHFA by 5:00PM the date the award expires. Claims received after
this time will not be processed by IHFA.

IHFA will withhold the final payment on your award until all close-out documentation, including
match/leverage information and all other supporting documentation has been submitted and approved by
IHFA staff.
The following is what must be submitted:

a. Exhibit A — Status of Federal Cash & Match/Leverage Statement;

b. Exhibit B — Property Inventory Form;

c. Exhibit C - Financial Settlement/Expenditure Summary;

d. Exhibit D — Applicants & Beneficiary Summary;

e. Exhibit E - Section 3: Economic Opportunities for Low and Very Low Income Persons;

f.  Exhibit F — Certification of Recipient; and

g. Backend Development Package (rental developments only)

h. Policy Endorsement — Required for Rental, Transitional, Emergency Shelters, Youth Shelters and
Migrant/Seasonal Farm Worker Housing Projects.

B. Status of Federal Cash & Match/Leverage Statement (Exhibit A)
The purpose of this form is to list all of the project financing and applicable match information.
Computation of Award Balance

Enter the total award amount as shown in your award agreement.
Enter the total amount of HOME or CDBG funds received from IHFA.
List any HOME or CDBG funds that were returned to the IHFA.

Total funds used for award (line 2 minus line 3).

Total program income that was expended on project.

Total match or leverage generated and applied to this project.

Total amount of other income utilized for this project.

Total funds expended on project (add lines 4-7).

Amount to be deobligated from your award (line 1 minus line 4).

CoNOR~WNE

Computation of Loan Balance (CHDO Predevelopment & CHDO Seed Money Loan Recipients)
10. Enter the total award amount as shown in your loan agreement.

11. Enter the total amount of HOME or CDBG funds received from IHFA.
12. Total amount of other income utilized for this project.
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13. Total funds expended on project (add lines 11+12).
14. Amount to be deobligated from your award (line 10 minus line 11).

Computation of HOME Match/CDBG Leverage

15. Enter the total funds expended (line 4)

16. HOME Recipients Only: List the amount applied to administration and environmental review.
17. Enter the dollar amount required for match (line 17 minus line 18).

18. Enter your match liability (10% for both HOME and CDBG recipients in line 17).

Banked Match/Leverage

19. Enter the amount of match or leverage that has been banked from prior awards.

20. Enter the HOME-eligible match or CDBG-eligible leverage applied to project (line 6).

21. Enter the applicable match liability (line 18)

22. Enter the amount of match/leverage that will be carried forward for future awards (line 19+20-21).

Percentage of HOME Match/CDBG Leverage

23. Enter the HOME-eligible match or CDBG-eligible leverage applied to project (line 6).
24. Enter the amount of banked match you are utilizing (line 18-6)

25. Enter the total match (line 23+24)

26. Enter the percentage of match/leverage applied to project (line 25/4)

C. Property Inventory Form

The purpose of this form is for recipients to account for any real property or equipment purchased with
award funds. Please list any real property or equipment purchased throughout your award period.

D. Financial Settlement/Expenditure Summary

Complete a line for each budget line item, the most recent approved budget amount, amount drawn and
the amount remaining to be drawn. The total amount remaining to be drawn must match line 9 of Exhibit
A.

D. Applicants & Beneficiary Summary

At the top of the form, indicate with an “X” the appropriate award activity. If a project involves more
than one activity, submit a separate sheet for each activity as well as total sheet. The total sheet must
reflect the number of persons for the entire award, non-double counted [if the same person is involved in
more than one housing activity (e.g. homeownership counseling and downpayment assistance), only
count the person once on the total sheet].

Total Applicants: Enter the total number of households that applied for assistance and the total persons
within the households. Enter the total number of Hispanic households that applied and the number of
Hispanic persons.

Total Beneficiaries: Enter the total number of households that benefited from the HOME or CDBG

award and the total persons within the households. Enter the total number of Hispanic households that
applied and the number of Hispanic persons.
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Cumulative Applicants: Report information on all persons that have completed an application for the
program from the beginning of the award period.

Cumulative Beneficiaries: Report information on all persons benefiting from the program from the
beginning of the award period.

Cumulative Beneficiaries: Report information on all persons benefiting from the program from the
beginning of the award period.

Line 1-10: List the number of persons that applied and received assistance based on their ethnicity.
Line 11: List the total number of persons that applied and/or received assistance.

Line 12: List the number of low and moderate-income persons. Low and moderate-income persons have
incomes less than 80% of area median income (adjusted for household size) as established by HUD.

Line 13: List the number of disabled persons (persons with a physical or mental impairment).
Line 14: List the number of elderly persons (persons aged 62 and over).

Line 15: List the number and percentage of persons living in Female Headed Households. A female head
of household cannot be a single female it must be a female with a dependent.

E. Section 3: Economic Opportunities for Low and Very Low Income Persons

1. Is your award greater than $200,000? If yes, continue with question 2. If no, Section 3 is not
applicable.

2. Are you entering into any contracts that exceed $100,0000? If yes, continue with question 2. If no,
Section 3 is not applicable.

3. Indicate with an “x” the efforts you have taken to recruit low-income workers for your housing
project.

4. By job category list the number of employees, the number of Section 3 employees, the new of new
hires/trainees, the number of new hires/trainees that are Section 3, the number of hours worked by all
employees, the number of hours worked by Section 3 employees and the # of hours worked by
Section 3 new hires/trainees.

F. Certification of Recipient

The Chief Executive Officer must sign that all activities undertaken by the Recipient with funds provided
under the award agreement identified above have, to the best of my knowledge, been completed in
accordance with the award agreement; that the United States of America and the Indiana Housing Finance
Authority are under no obligation to make any further payment in any form to the Recipient under the
award agreement; and that every statement and amount set forth in this instrument is, to the best of my
knowledge, true and correct as of this date. The recipient hereby agrees that any costs under this award
disallowed by a subsequent audit by the Indiana State Board of Accounts or independent accounting firm
will be promptly remitted to the Indiana Housing Finance Authority by the recipient.
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G. Development Package (rental developments only)

Recipients of rental developments will be required to submit a final proforma on the development. For
scattered site, the recipient must complete a separate Rental Development Package for each mortgage
held on the units. For example, if the award consisted of six scattered site units, but three of the units are
on one mortgage, then the total number of Rental Development Packages that needs submitted is four.

IHFA review of the proforma may result in an award reduction or other corrective action should the
development no longer meet IHFA’s published underwriting criteria.

Please complete the development package included in this section.

H. Exhibits

A.

Status of Federal Cash & Match/Leverage Statement

Property Inventory Form

Financial Settlement/Expenditure Summary

Applicants & Beneficiaries Summary

Section 3: Economic Opportunities for Low and Very Low Income Persons
Certification of Recipient

Development Package

Close-Out Procedures

Page 4

Housing from Shelters to Homeownership

Revised June 2004



